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micsmnm for*. A.n. Records Officers 

Dentiaiction and Retention of C3 informtion 


1. As a Rp cords Officer of the Clandestine Services, you are 

eutj-usted with responsibilities which can be fulfilled only bjr the 
exercise of Judgment aiwl the full utilization of your in 

building and maintaining our records, Xou are also escpected to iwrpar- 
vi Be the work of others within yoizr component Vhenever they are engaged 

in matters bearing uimod our records, and to make corrections (ms necessary. 

2 . It is especially important that you bring mature Judgtytp-t, 

professional experience to bear upon the deotnictioa of docuaiiita* A 
recent survey of the destruction program has brought to light: a nu*il»er 
of ill-considered authorisations for deetructlott. If a Record Officer 
authorizes the destruction of Infoni^tioa in the effective'dls- 

charge of our duties, or for the sound conduct of bfpeiiatliieaas'; 
colleagues are apt to qpjiestion his maturity, JudgmiHnti or cattassientlour- 
neos . 

3* Following the recent survey, the Records CoasBittee cooaidered 
suspending the destruction of all index cards and documents i ' Such li,; 
step, however, might cause us to revert to our earlier lack of discrim- 
ination; the retentlpn of alim>8t ell docimients and the ciudlng of 
almost all names. In the past, this practice damaged our effort to 
establish and maintain an efficient central index and a repository of 
readily retrievable and meaningful documents. We therefore decided 
against Buapetision of our destruction procedures. Relther autouatle 
carding and filing, nor automatic destruction is acceptable; only a 
Jiidiclous exercise of the Informed Judgment of Records Officer# atxl 
others working with records will Insure a proper balance. 

4. A short course 1b CS rr cords, mandatoiy ^dr all Records , QlTioera, 
Is being organized. A short guide for Records Offlcerpi, 

meBJorandum, sumraarlzes p dnts presented in the courae in greatW detai,!; 
You should supplement Its use by caasultatlcaa with other records ex|(ha?ts 
to resolve doubts or to obtain more detailed goiduace* 

5. A C3 Records Review Group (CSRRO) has recently been c^r^^aed . ^ 
under the Jurisdiction of the Records CfMaaittee. Its primary 
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J fi to take a Bscond look at actions Initiated or authorized by Records 
Officers regarding the destruction or retention of C8 infoimtlcua* Sly 
Riafflipllng and other techniques this group provides an addlticswl safeguard 
fMgainst the inclusion of the irrelevant a3ad the destruction of the slg» 
nlficant, without in any way relieving the Eecords (Officer of 
responsibility in the exercise of good iJtidgiSia ? , 
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